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1. Attached sre coplea of tabulsilons of svertime snd hollidey tiro
worked and apnusl and sick lseve takem for the period 4 January 1808
through 28 ¥arch 1952 inclusive, These sum-eries, one for el ok T o,
sive & complete ploturs of the overtire snd leave record for y:ur cifice
during this entire periods 'he Pirst enlumn reflects the total regulsr
nours worked during the pey period an: subsequent columme giver (8] the
total mumber of employses paid, (1) the number of hours of nlgss rilfferar uies
(if eny), (c) overtime worked, {d) noliday time worked, (e) smnual les e
raken snd () sick losve talkin, ™e 1:8t coluen indieaitss the all wheont
socount and iz followel by *he dutes involved In the payrol’ eith r oo fe
first or the last line ol esch sum~ary, ( for oxarple, 3=0le-05e11 noeoy
varch 1 through Harch 14},

2. Following is s smrary of tha average ruzber of ours pa ey
period per employee for your office &s sompared withr. the avsrezes Tor
the izeney as & whole eoncernlup t-a period | Janusry 195 throug.

28 Yarch 1883:

hyers o8

Tten Your Office Teency

Jvertine 11.43 Pal¥
Aoliday Tize 0B o L0
Apnual Leave 2.72 e
Siek Loave A3 B T

%, In sddition to the summaries Ly pay perlods for your office
sre sattaching & listin: of leaws taken by ind.viduels for the hej - B el
from 1 erch 1953 through 1. Uarch 1985, This listing is provide: a» ar
exmmple of & typlonl pey period end is furnished a= an 2id in cors derin
the overtine sud lseve prac ices ef jyour office.

4. These reports om loave taven ini overtime worzod are boin
submitted to you for use i commestion with ronsideration of the aopli=-
cation o policiag cencernling the aparoial of overiime es cutlim s i
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